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CSUF

Guideline Overview — Career Sites

The Division of Human Resources and Inclusive Excellence (HRIE) has launched an additional Career Opportunities site
for the campus community as of 2/9/2023 that will exclusively host career opportunities for CSUF employees and
students. This comes as part of HRIE’s divisional Strategic Goal of Employee Engagement to further develop and
support programs and activities that foster a diverse and inclusive community and increase employee engagement.
Hosting an internal only site enhances CSUF’s recruitment strategy by increasing awareness of internal-only vacancies
and providing an opportunity to apply to these exclusive opportunities. This further demonstrates CSUF’s desire to
highlight opportunities for employee career growth.

The campus community will go from one career site to two as of 2/9/2023: (1) Existing External Career Opportunities
site for positions open to external applicants and internal applicants, and (2) New Internal Career Opportunities site
for positions open to internal employees and students only.

Terminology
e Internal Applicants
o Those who are currently employed by or are students at CSUF
e External Applicants
o Those who are not currently employed by and are not students at CSUF
e External Career site
o This is the current External Career Site.
o The location will remain unchanged.
o This site is widely publicly available to those who are not affiliated with CSUF and to those who are
current CSUF employees and students.
o Anyone is eligible to apply to the positions on the External Career site.
o All appropriate collective bargaining requirements for open recruitments will continue to be adhered
to.
e Internal Career site
o This is the new Internal Career site.
o The site is accessed via the CSUF Portal under the User Apps section at the link titled Internal Career
Opportunities.
o This site is available to current CSUF employees, students, and those affiliated with the University
who have access to the CSUF Portal.
o Those who are affiliated with CSUF are eligible to apply to the positions within this Internal Career
site.
o All appropriate collective bargaining requirements for internal positions will continue be adhered to.
o The Career Center’s Titan Connection will continue route students seeking student employment
opportunities to this page, which contains information about accessing the Internal Career
Opportunities site via their student Portal: https://hr.fullerton.edu/careers/students/

For further information regarding accessing the External Career Opportunities site and Internal Opportunities Career
site, please review the below Frequently Asked Questions (FAQs) and Access Guides.

e Frequently Asked Questions - FAQs (Page 2)

e Job Alerts — Set Up Guide (Page 4)

e External Career site - Access guide (Page 6)

e Internal Career site - Access guide (Page 7)
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For further questions regarding the new Internal Career Opportunities site please reach out as appropriate:
e Natalie Bersig at nbersig@fullerton.edu for Faculty and Student Employment (Student Assistants and Unit 11
Teaching Associates, Graduate Assistants, and Instructional Student Assistants) recruitments
e Tammy Dietzel at tdietzel@fullerton.edu for Staff and Management recruitments

Frequently Asked Questions - FAQs

1. Asacurrent CSUF employee seeking career opportunities on campus, where do | look for job postings?

a. You will find job postings on both the external career site and the internal career site. The external
site has job postings that both the public AND campus employees may apply to. The internal site has
job postings that only campus-affiliated individuals (current employees and students) can apply to.
Each job posting will only appear on one site.

2. Asa current CSUF employee seeking career opportunities on campus, what is the best way to keep up to date
regarding the open positions on both the external and internal career sites?

a. The utilization of the Job Alerts functionality within each site will allow you to stay up to date. This is
useful for notifying you when new job opportunities are posted. You can specify criteria for positions
that you are particularly interested in so you don’t miss an opportunity. You can set up these alerts by
following the guide in the documentation below (See page 4)

3. Asan applicant to an internal job opportunity, is the application experience different that applying for a
position on the external Career Opportunities site?
a. No. After you have navigated to the Internal Career Opportunities page via the Portal, you will go
through the same application process as applying for a position on the external Career Opportunities
page.

4. As a current CSUF student, where do | look for campus employment opportunities for students?
a. You can access Student Assistant, Teaching Assistant, Graduate Assistant, and Instructional Student
Assistant employment opportunities via the student Portal by clicking the link under User Apps titled
“Internal Career Opportunities.”
b. Information about other campus employment opportunities is available here:
https://hr.fullerton.edu/careers/students/

5. Asa current CSUF faculty member, does the Internal Career Opportunities site impact me?
a. No. All faculty job postings are open to all via the External Career Opportunities site.

6. Asa hiring manager, does the Internal Career Opportunities site impact me?
a. ltis expected that posting positions limited to campus employees and students on the Internal
Careers page will greatly reduce or eliminate ineligible applicants in those applicant pools, which will
make reviewing applications faster.
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7. As a search committee member, does the Internal Career Opportunities site impact me?

10.

a. Only if the recruitment you are involved in is an internal recruitment. In that case, it is expected that
posting positions limited to campus employees and students on the Internal Careers page will greatly
reduce or eliminate ineligible applicants in those applicant pools, which will make reviewing
applications faster.

As a staff who supports recruitments, does the Internal Career Opportunities site impact me?

3. Only if the recruitment you are involved in is an internal recruitment. In that case, it is expected that
posting positions limited to campus employees and students on the Internal Careers page will greatly
reduce or eliminate ineligible applicants in those applicant pools, which will result in fewer or no
ineligible applicants to manage.

As a staff who supports recruitments, do | need to enter anything different when creating a requisition for an
internal job posting?

3. No. The appropriate HRIE recruiter will designate whether the requisition will post on the external or
internal site.

As a staff who supports recruitments, does this change the approach for direct-hire requisitions?
3. No. Please contact the appropriate HRIE recruiter for those.
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Job Alerts — Set Up Guide

The utilization of the Job Alerts functionality within each site allows potential candidates to stay up to date. This is
useful for notifying interested applicants when new jobs are made available to apply for. Candidates can specify
criteria of positions they are particularly interested in so they don’t miss an opportunity. See below set up guideline
for how to. You can follow these same steps on either the internal site or the external site:

1. Navigate to the CSUF External P

@ careers pageuppeople.com 2 % ~» o ¢+ B »0G
Career Opportunltles site. Click CALIFORNIA STATE UNIVERSITY, FULLERTON » AZ Index _ g
on the button titled ”Job Alerts". Human Resources, Diversity and Inclusion © SITE ® CSUF

Careers

TORTERTON

sl S rans
AR M b 7 o I

PN

Job Alerts urrent opportunities

Applicant Login:

2. You will be taken to the job R
subscription page where you will e S e e FULLERT
submit your email address to f ’ ST INCT 25
receive notifications and can
make your selections for the
specific work type and specific
categories of opportunities you

)

Job Alerts Job mail subscription

You can create a job alert and we will send you an e-mail when a position becomes available that matches your search criteria.

Applicant Login:

To edit your job alert details please re-enter your search criteria, this will automatically override your previous subscription.

. . Position Search And Filters Email address
would like to receive alerts for. Position Search P ——
Keywords

e.g.Engineer, Melbourne

Work type Categories Locations
m-Select A g-Select-all @ Select All

O Auxiliary O Administrative Southern Califorl¥)
() Extended Education Instructor Athletics CiEulleron
() Graduate Assistant At-will
() Instructional Faculty - Child/Youth Education and Development
Scroll to the bottom of the screen
and certify you are not a robot
and click the submit button to
confirm your subscription to job
alerts
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Careers | Human Resources, Diversity and

(J Unit 7 - CSUEU - Clerical and
Administrative Support Services

O Unit 8 - SUPA - State University
Police Association

O Unit 9 - CSUEU - Technical Support
Services

I'm not a robot

Powered by PageUp

4. You will receive a confirmation
email from the vendor PageUp in
approximately five minutes or
less to the email address you
listed to receive alerts to. Confirm
your email address by click
“Confirm” in the email you
receive.

Job Mail Alert =7

Hello!

To finalise your job mail subscription, please confirm we've got the right email address via the link
below within the next 3 days.

Confirm

You are receiving this email because you signed up to receive job Powered by PageUp People
mail alerts from us.

If you did not make this request, please ignore as the subscription
request will be removed after 72 hours.

5. Once you confirm your email
address, you will begin to receive
email alerts of new opportunities
as they become available.

You have successfully set up
email alerts!

Delete Respond | Quick Steps & Move Tags n  Editng  Speech Zo

Fri 1/6/2023 12:33 PM
no-reply@pageuppeople.com <jobalerts-873@mail pageuppeople.com>

[External] Job Alerts Email

To @ Dietzel, Tammy

Job Mail Alert

Based on the preferences you have previously selected, please find our current
job vacancies.

Hi there!
Here are 3 new job(s) recently listed that match your JobMail preferences:

Environmental Health & Safety Student Assistant

Location: Fullerton

Closing Date: 2023-2-06

This position, under the direct supervision of the Occupational Safety & Health Specialist,
encompasses the University's compliance programs in occupational safety and health. In

addition, this position will assist the hazardous materials/hazardous waste program and
provide general support as needed.
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External Career Opportunities Site — Access Guide

For opportunities that are available to both external and internal applicants, visit our External Career Opportunities

site following the guide below.

1. Navigate to CSUF External
Career Site
(https://hr.fullerton.edu/careers/
). Select the roles you are
interested in reviewing.

<« > C 0 @ hrfullerton.edu

CALIFORNIA STATE UNIVERSITY, FULLERTON »

Human Resources, Diversity and Inclusion

Career

2. You can further search by
criteria such as work types,
categories, bargaining unit, job
search category/discipline, and
time basis using the bar on the
left-hand side

You have successfully navigated
to the CSUF External Career
Opportunities site!

=
| Careers | Human Resources, Diversity and

meusion

I pe

Send me jobs like these
Job Alerts

Join a Talent Network

cadin
P
Search results

Work Type
e T

0 Graduate Assistant ()
523364 - Assistant Athletics Director for Diversity, Equity, and Inclusion

Applicant Login: ]

Position Search And Filters

Position Search

O Instructional Faculty - Temporary/Lecturer ()

Fullerton Jan 19,2023

0 Instructional Faculty - Tenured/Tenure-Track (o)
The Athletics department at Cal State Fullerton strives to provide an intercollegate athletics program that is an integral part of the total educational experience at California
State University, Fullerton and fits within the overall mission of the University. We are seeking an exceptional individual to join our team as the Assistant Athletics Director for
Diversity, Equity, and Inclusion (Administrator Il. The ideal candidate in this role should have a positive attitude, an active, energetic mind, and a leadership style that is

by highly ethical practi da 10 diversity, openness, flexibilty, integrity, and kindness.

O Instructional Student Assistant (1

O Instructional Student Assistant - Federal Work
Study ©

Management (MPP) (7)

14805 - Custodial Warehouse Worker Fullerton . Jan19,2023
01 Non-Instructional Faculty o)

(Coach/Counselor/Librarian) ©

Facilities Management is committed to planning, developing, and maintaining a safe, sustainable, and high quality learning and working environment for the campus
community. Facilities Management provides oversight of university resources and assets and is responsible for the development of the University’s facilties including land
use planning, capital i project as well as facilties operations and maintenance including custodial services, landscape services,
building trade services, mechanical and electrical, and recycling services. We are seeking an exceptional individual to oin our Custodial Services team as the Custodial
Warehouse Worker. The ideal candidate in this role should have a positive attitude and an active, energetic mind that is characterized by highly ethical practices and a
commitment to diversity, openness, lexibility,integrity, and kindness.

Staff s

0 Student Assistant (o)

() Student Assistant - Federal Work Study
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Internal Career Opportunities site — Access Guide

For opportunities that are available to only internal applicants, visit our Internal Career Opportunities site following
the guide below.

1. Navigate to CSUF Home page
(http://www.fullerton.edu/)

< C O A Notsecure | www.fullerton.edu B 8 A& O @ mooio
select Facu |ty & Staff from the CALIFORNIA STATE UNIVERSITY, FULLERTON f#) IT TAKES A TITAN QUICKUNKS ¢ Q
to p ba r, or Stu d e nt PO rta | fo r E Student Portal | One Stop Shop & Faculty & Staff Prospective Students Parents & Families Alumni Athletics COVID-19 Give
students.

a

Login to the CSUF Portal with G I : é
: 1 o Incognito
appropriate credentials. = Ty e

Login to CSUF Portal
Username

assword

(2FA\) is required to login.
Check “Remember me for 5
days” to stay authenticated.

ASTATE DN sl >
applicants
LERT Eo s s
Alumni Portal
Alumni click here
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Continue for step 2 on next page

2. Utilizing the apps search bar,
search for “internal” and you will
see the Internal Career
Opportunities page become
available.

c O

@ myfullerton.edu

% DropBor for Employee

i Linkedin Learning £3 Employe Training Center ™ Red Folder

suss.plesse slear your browser coskies and sache

Select the Internal Career

. [ ] 00 o0
Opportunity page s B8 & &
pp Yy page. P R
Schedule  Homepage  Traiming  Resource  Homepage Cybersecurity
Search Resources Sleuths Put Ethical

Hacking Skills to
the Test

You have successfully navigated 4 & T B B

My WorkPlace My WorkPlace  Student Student Titan Degree CSUEF President Announces Retirement

to the Internal Careers R
Opportunity site!

and Global Engage

§

Have You Seen Our | Want to Serve | Found my Voice in

Al

Job Averts This site is for current CSUF employees and students only

JAppiicantLoging This site is currently in the final stages of development and not currently ready for use, more information will be made
uilize our External Career Opportunities site to view all internal and external opportunities. Any questions can be referred t

es. For the time being, please continud

Position Search And Filters

Pisiion Serh Current opportunities
Work Type
Graduate Assistant (15
0 Instructional Student Assistant (16 521972 - Aging Studies - Graduate Assistant Pool Fullerton 31 May 2023

Instructional Student Assistant - Federal Work Study (3
2 ‘The Department of Aging Studies at CSU Fullerton invites applications for its Graduate Assistant Pool.

Teaching Associate (12
516860 CAS Accictante & Tutor Inatiuctional Siudent Assictant Pool
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